Here’s what your resume or application must contain

(in addition to specific information requested in the job vacancy announcement)

JOB INFORMATION

O Announcement number, and title and
grada(s) of the job you are applying for.

PERSONAL INFORMATION

O Full name, mailing address (with zi° code) and day
and evening phone numbers ¢wih area coda)

1 Social Securlty Number

(1 Country of Citizenship (Most Fadami jobs require United
Statas clifzansis,)

O Veterans' prefarence (Sao ravems.)

1 Reinstatement eligibility griequestad, atach 57 50 proof
of your career or career-condiiional siafus.)

[ Highest Federal civilian grade held ¢se give jab
serles and dates held.} '

EDUCATION

[1 High Schoaol
Name, cily, and State (1P Code if known)
Date of diploma or GED

O Colleges or universiligs
Name, city, and State (21 code if known)
Majors
Type and year of any degrees recelved

{If no degres, show lolal cradiis earmed and Indicake

whether semester or quarior hours.}

1 Send a copy of your college transeript only if the

job vacancy announcement raequests it.

WORK EXPERIENCE

O Give the following information for your paid
and nonpaid work experience related to the
job yau are applying for.

{Do not send job deseriplions,)
Job title grotudn senes and grade if Faderst job)
Puties and accomplishments
Employer's name and address
Supervisor's name and phone number
Starting and ending dates manth amd year)
Fours per week
Salary

0 Indicate If we may contact your curent
supervisor,

OTHER QUALIFICATIONS

O Jab-related training courses gire and year)

O Joh-related skills, for exampla, other
languages, computer softwarefhardware,
tools, machinery, typing speed

Hl Job-related cerlificales and licensss
(currant anly)

0 Joh-related honors, awards and special
accomplishments, for example, publica- tions,
membearshlps In professional or honor
societies, leadership activities, public
speaking, and parfarmance awards (sive dales
but da pol send dacuments unless requasied.)

THE FEDERAL GOVERNMENT I8
AN EQUAL OPPOITUNLTY EMILOYER




